
coordination of sales plans from market analyses and leads submitted by the sales force. 

i ~~~~ ~ . .. -~~~~ ~. . ~ ~~~ -~.__i;.= ._~_II_. 

7. Record. Series~Dercrlpiion This file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

r- 
Documents relating to: State and Federal Government Departmental compiled data. Reference file. 

included are: Magazines, monthly/quarterly/annoal reports and newsletters depicting port 
related activities and cargo movments. 

I 
I 

File i s  arranged: chronologically by month within Government agency. 

~ _- I _ ~ ~ _ ~ ~ ~ ~ - - _ ~  lll-.--"..~ ~ _ . _ ~  
8. Monthly Reference Rate How often are records referred to which are: 

One to six months old o.-tO_ -1 
twenty-five months and older (r or mar? 

9. Annual Rate of Accumulation~of Remrdr 
Letter-size drawers - --~--.--; Legal-size. drawers -.!&e-..---; Shelves 

; Seven to twelve months old I to 2 ; Thirteen to twenty-four months old 1 to 3 ; 

~ ~ - _1- ~. ~ ~l--l_~-~ -___ - --._--- -~--~ 
I 

;Other (specify) -I __- 
- - ~  ~. . ~ .  ___.=lrr ,-.- --_ IIy-II-_I-----̂.c--III_c-cI ~-M_ 

AR-50-71: Riv. 7 6  (OW) 
-~ ~~~~~ ~ ~~ ~~ ~ ~- ~~~ ~~~~~ 

t 
~. 



. 

L- 

.- _ _  - ~ _ _ _  ~ __  - . . - ~ ~ . _ . - _ _ _ _ _ _ ~ ~ - _ _ _ I  . _  rl ~~ *. 
-- 'ES ~- I  NO^ I 10. Questionnaire__-_(Place an "X" in the propw-wlumn) 

a. Is this the official copy of the series? ' \  

~ ~ - ..It nstw_heLcisis_itL__ -~ _ _  -. 
b Boer the series con& confidential information requiring security handling? If yes, site law or regulatl\on. 

5 I .  
.i --c._- - .- l__l__~__I_ I.s___ 

-- I ..L 
__-_.I_ ____-.__- 

~Is__ 
I .  -I-. X - c. Is this a vital record? .. 1~ ~ I 

I 

.A Doesthisserie_s_ha_~~storicalor Iwierm~resesrr~ch IV_~!E?. ~. . 
e. When one or two documents in'the file make it necessary to keep the entire fi le for a long period, could these 

.~ ~ 

X .be-s&ed.u!ed se~aralek?. . .:- ~... -. -_ _--i~ -. 

in t h i s  series_ever subljsh_ed?_ ~If-veunad-coa--~-- 
________I 

~ _ _ -  
g. Is the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. Is there a dup!ication of t h i s  series in your office, or in another office or agency? 
- Ifyes- anafh~wov. .. . _____- ~~~ ~ . ~- __ I ~ ~ . . ~ ~  ~- 

... - I-x-1 ~i. Is this series lor a m a i o r ~ a r ~ ~ ~ ~ r l _ r e s u l a r l u ~ m i c r ~ o f i l m e d l - - _ ~ ~ ~ _ - ~  

1. Retention Requirements 

-- .- 

._~. l f -yes-wherel~ ~ . ~ -  ~~~ _ _ _ . _ _  -_-. 

~~ 

~~ 

.- 

- -._I_ - x I --L ~ Does the record series result in a comauter orintout? . ~ I .  ~- -. .- ~ ~~~ 

.i The foltowing requires the series to,be kept: 

a. State Law - .. ~... . ..-~.~.years. d. Audit period I -years. 

E Federal law - -ye;rs. f. Federal retention instructions ~- -. . -years. 

b. Statute of limitation ~ ~ ~~~ ~ ~.~ ~ ---= .,years.. _ -~-e.~ Administrative need ~~ ~ ~ ~ _ _ _ _ - - - y e a r r .  12 ~- ~~ ~ .~ ~. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 
~' 

T h i s  series con ta ins  h i s t o r i c a l  and research d a t a  r e l a t i n g  t o  cargo movements over 
domestic p o r t s .  

. .  . - . .  ~~ -_- 2 __~__.__~_____.._~~_-~_~_-~~~____~-____I___-___ . 
12 Aooroved Disposition Instructions This agency recommends that the f i le  series be cut otf a t  thb end of each: 

0 Calendar Year: I1p Fiscal rear; 0 Other ~ 

. 1  

~- ~ then, 

XX Hold in the current fi les area --~-month(sl , ~ ~ ~ 2  
XX Transfer to local holding area, hold -. 19 
0 Transfer to State Remrds Center; hold - ~ _ - ~  -vear(s): then 
XX Destroy. 
0 Transfer to State Archives for permanent retention.. 
0 Other iSpecifyl 

- year(s); then 
-yeads); then 

These instruc..ms apC ,' to a l l  prior and future accumc ins o :he sei es. 

State ReArds Commhee (Signature) Date 

cretary of State/Deslgnee 

Attorney GeneraVDesignee 

- . . . 

Recommendations in para- 
yaph 12 are approved. 
'If disapproved, attach letter 
)f explanation.) 

~ ~~ 

. .  


